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CHAPTER I 
INTRODUCTION 
Statement of the Problem 
The purposes of this study lvere to make a survey of the 
business graduates of Framingham High School for the years 
1948 - 1952 and to survey the bu:dnessmen to ascertain to 
what extent the business curriculum is meeting the needs of 
the graduates and businessmen in the town. The study also 
included recommended changes whieh should be made in the 
curriculum in order to improve the service to the students 
and the community. 
Analysis of the PI•ob lem 
The high school in Framingham has supplied employees to 
the businessmen in this area for many years. Some of these 
employees have been satisfacto!.y and, · of course, some have 
not been efficient and well-adjusted personnel. The survey 
of businessmen was made to evaluate the present business 
curriculum, including answers to the following questions: 
1. To determine whether or not pre-employment 
tes~are used, and to determine the kinds 
of tests, such as the National Business 
Entrance Test · 
2. To find the kind of information businessmen 
want when they contact the school for refer-
ences 
3. To discover the makes of machines most 
frequently used and whether or not they are 
manual o~ electric 
4. To find the sources of •~ployment used in 
obtaining new employees 
5. To learn the basic requjLrements for beginning 
office workers and whether or not the gradu-
ates are meeting them 
6. To determine whether or not the business 
education program should be changed to meet 
the needs reau 1 ting from the increased 
business in the area 
7. To obtain the suggestions that businessmen 
have for improving the business curriculum 
The survey of the businessmen provides but· one segment 
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of the en tire picture in evaluating the effectiveness of the 
high school training. The ref ore~, it was felt that the 
graduates., themselves, could provide a wealth of information 
which would provide a more reliable estimate of the effec-
tiveness of the training received. A survey wa s made of all 
graduates who had taken business courses during the five-year 
period, 1948 - 1952. Like that of the businessmen, this 
survey was .rna de to evaluate the present buai ness curriculum. 
The other purposes of this study are as follows: 
1. To learn whether or not additional education 
was obtained after graduation 
2. To find out how soon after graduation a posi-
tion was obtained 
3. To obtain from each. employee the names of three 
employers., the types of employing f'irms served, 
the number of people in the office, and the 
dates of emPbyment 
4. To learn the agencies used in obtaining 
positions 
5. To determine whethe r or not pre-employment 
teats are used., and the kinds of tests given 
in the area 
6. To learn the basic beginning and present 
salary before deductions 
7. To ascertain the makes of machines most 
frequently used and whether or not they 
are manual or electric 
8. To determine the duties peri'ormed on the 
first job after graduation 
9. To determine whether or not on-the-job 
training was necessary, and whether or 
not this training could have been obtained 
in the high school 
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10. To find the business courses most helpful, 
and those which should be included in the 
curricultun 
Delimitation of the Problem 
The problem was limited to a study of the 1946 .. . - 1952 
graduates of the business department of Framingham High 
School and to a study of 30 representative employers in the 
tmm. 
Besides the usual constant subjects which were required 
of all students, the business pupils completed one of the 
following concentrations: 
Bookkeeping 
Bookkeeping 1, 2, and 3 
Typewriting 1 . 
Clerical Practice 
Business Organization and Law 
Stenographic 
Typewriting 1 
Typewriting 2 - Stenographic 
Stenography 1 
Stenographic Practice - 2 periods a day 
Office Practice 
Bookkeeping 1 
Clerical 
Typewriting 1 
Typewriting 2 - Clerical 
Bookkeeping 1 
Clerical ?ractice 
Business Organization and Law 
Justification of the Problem 
The Business Education Department of Framingham High 
School prepares its students for gainful employment in 
business and educates them to occupy their rightful places 
in the community. A curricul um which is effective today 
may become ineffective and outmoded with tL~e and new 
inventions . Therefore, with these changes, there must be 
similar ones in the business program to keep pace with the 
times. 
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Every high school finds it difficult to change equipment 
often enough to provide an opportunity to work with the 
newest type of office equipment* The teachers in the Bus i-
ness Department of Framingham High School a r e constantly 
a-tvare that new skills and techniques e.re being demanded by 
busine8s. It is important that the machines and methods used 
in the business of the t ovm be taught so that the student 
will be better able to ad just hLmself in the business world. 
In order that the e_quipment in school be as up to date as 
po.ssible, the school should have kno-v1ledge of the t ype and 
make of machines being used in the offices of the town. 
Framingham, like many towns within commuting distance 
5 
of Boston, has grm~ tremendously with the influx of new 
businesses during t he last few years. The chief source of 
revenue for the town comes from the many manufacturing, 
industrial plants, and merchandising establis~~ents~ old and 
new, in the community. Because these businesses must have 
efficient, well-trained personnel to compete successfully ~ovith 
those of other communities, it is necessary for the school 
to supply the training in skills, techniques, habits, and 
character traits that are needed in the business world. This 
can be accomplished only by the school and business co-opera-
t ing fully. 
Most of the graduates of Framingham High School find 
employment locally. With the advent of the ne~ov businesses, 
comes a greater variety of office work. Salaries have 
increased so that they are comparable vdth those in other 
near-by communities. Because of these things, the graduates 
are content to stay· and work in Framingham. A small percen-
tage, of course, will seek employment elsewhere either be-
cause of a change in family status or because of an interest 
in a particular field of work which the community does not 
offer. Therefore, with most of the graduates working lo-
cally~ the school should endeavor to secure a summary of 
the demands of business so that the students will be able to 
become efficient office personnel. 
Framingham High School, being a publicly supported 
institution, has a definite obligation to provide the type 
of training and education the area needs. If a survey of 
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another community is used to evaluate the effectiveness of 
the training of the business department students in Framing-
ham, it would reveal to the officials of the school and those 
of the community very little, if anything. Each community 
has problems peculiar to its own area. The teachers of each 
school and the community should evaluate the effectiveness of 
the training received in the business department of the high 
school on their own criteria. 
Twenty years ago, a survey of the businesses in Framing-
ham was made. Since that time, General Motor Corporation, 
General Electric Corporation, Shoppers' World and many other 
industri es have located in the community. The growth in 
suburban living, high taxes on the industries in the cities, 
and general shifts in population due to the recent wars are 
important factors in the growth and development of Framingham. 
Therefore, it is imperative that the teachers of the business 
department and the businessmen evaluate the training given 
to the students so that the community with efficient well-
trained office workers will continue to prosper. 
Recently, the town meeting members of Framingham voted 
to build a new high school. Before money is expended, there 
should be a complete evaluation made of the room space for 
the business education department, the equipment needed, and 
the necessary changes in the curriculum so that the depart-
ment in the new building will effectively meet the demands of 
the busine s~men. · i n the town. 
An analysis of the problems and a consideration of the 
l : .. 
facts presented indicate that a survey of the graduates and 
businessmen of the town of Framingham appears to be an 
interesting and useful project. 
Definition of Terms 
? 
In an attempt to clarify the terms used in the preceding 
statements, it may be well to define them as they are used 
in this study. 
Businessmen : In this thesis this term is considered 
synonymous with employers; that is, the term refers to men 
who transact a serious occupation, trade or profession which 
requires energy, time, and thought. 1 
Business Education: This term refers to that area in 
education which develops skills, attitudes, and understand-
ings essential for the successful direction of business 
i . 1 relat onships. 
Course: This term refers to organized subject matter 
in which instruction is offered within a given period of 
time, and for which credit toward graduation or certifica-
tion is usually given. 
Curriculum: This refers to a systematic group of 
courses or sequence of subjects required for graduation or 
certification in a major field of study. 
1. The Oxford English Dictionary (1933 Edition), and 
Dictionary of Education. New York, McGraw-Hill Book Company, 
Inc. 1945. -
Organization of Chapters 
In carrying out this study and reporting the findings, 
the following chapters were developed: 
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Chapter I contains an introduction to the study includ-
ing the statement and the nature of the problem. Chapter II 
explains the background of the study, and contains a brief 
description of Framingham, Massachusetts, where this survey 
was made. The review of the related literature which served 
as a background for this st~dy was given in Chapter III. 
Chapter IV presents the procedure which was followed in 
carrying out the st~dy. The information received on the sur-
vey for employers was tabulated and summarized in Chapter v. 
The information received on the survey of graduates was 
tabulated and summarized 1n Chapter VI. Chapter VII presents 
the recommendations which the author made for improving t he 
curriculum of .the business department of the Framingham 
High School, based on the findings of this study. 
CHAPTER II 
BACKGROUND OF THE STUDY 
The To~m of Framingham 
The town of Framingham is in Middlesex County, 20 miles 
west of Boston, within the Boston Metropolitan area and had 
in 1947 an estimated population of 26,659. It is strategi-
cally located in the center of the area bounded by the 
who l esale markets of Boston, Worcester , Providence, Lowell, 
and Fitchburg .. 
Framingham was settled in 1650 and became incorporated 
a s a town in 1700. In 1950 the community celebra ted i t s 
250th anniversary of its founding. 
The name of Framingham came from the home of this 
town 1 s founder in England. Thomas Danforth came 
here in 1662 on a grant from the General Court, 
after emi grating from Fr.amlingham, England, in 
1634· The name Framlingham is derived from the 
Angl o-Saxon and means "A house or habitation of 
s trangers." Framling (or Friendling as it was 
or iginally) signifie s a stranger, w~ile 11 ham" 
was the word f or house or dwelling. 
Besides being famo~s as a manufacturing center, Fram-
ingham has a well-known historical background and is now 
known·. to ·be a favorite residential center for many prominent 
families. 
For many years the town has been known as the "home" of 
the Den.'lison r·1anuf ac t urin g. Company. Dennison, as it is 
commonly known, wa s for many years the mainstay of the 
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1. 250tb Anniversary Town of Framingham, Official Souvenir 
Book, 1700- 19$0., 250th Anniversary Committee, 19$0. 
community providing by far the greatest opportunity for 
employment in the town. There is hardly a family in town 
Who has not had a member work at Dennison at some time• 
Recently, many new manufacturing and industrial con-
cerns as well as merchandising _establishments have located 
in Framingham. Na turally, w.tth the location of new indus-
tries, the employment outlook has changed considerabl y. 
Instead of the usual run of office h-elp required in such 
places as Dennison and the many small offices, specialists 
are found, such as comptometer and IBM operators. Although 
t he manufacturing and industrial plants have always been in 
the town, Shoppers' World has int roduced merchandising as a 
:rm j or factor in the economic picture -in the area. 
At the t+me of the study, Framingham was a progressive 
community with many facets of its future yet to unfold. 
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With the location of new businesses in town, came many new 
economic, social, and educational problems. Although con-
cerned with any and all the problems relating to the commun" 
ity, this study is limited in scope to educational and 
economic matters. 
The Framingham High School, a three-year high school, 
had an enrollment in 1954 of 850. Like most high schools, 
at this time, the enrol~ment has increased. The graduates 
surveyed for this study were enrolled in the following 
curriculum: 
Tenth grade: Bookkeeping I or II 
Typewriting I 
Eleventh grade: Bookkeeping I, II or III 
Stenography I 
Typewriting II 
Twelfth grade: 
Clerical 
Stenographic 
Business Organization and Law 
Stenographic Practice-2periods 
(includes transcription) 
Office Practice 
(for Stenographic group) 
Clerical Practice 
(for Clerical typing group) 
Business Organization and Law 
Personal Typewriting is offered as an elective to all 
seniors • 2 periods a week for 1 credit towards graduation. 
Many of the students in both office practice and 
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clerical practice do work for the principal and other teachers. 
All of the students have the experience of taking instructions 
from people other than the re.gular classroom teacher. 
The business machines in the school for instructional 
purposes were: 
53 Typewriters • manual 
26 Royals - Pica and 1 Royal - Elite 
11 Underwoods 
11 L.C. Smiths 
4 Remington - Rands 
2 Typewriters - electric 
1 IBM 1 Royal 
1 Mimeograph - manual 
1 Mimeoscope 
1 Liquid Duplicator 
1 Burroughs Calculator 
1 Comptometer 
1 Monroe Calculator 
1 Sunstrand ..; 10 key listing 
1 Victor - 10 key listing 
1 Checkwriter 
Framingham High School has one typewriting room. The 
business machines are in a small room adjoining the type-
writing room. The bookkeeping room adjoins the typevrri ting 
room on the other side. 
12 
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Offerings of the Business Education Department 
in the 
Framingham High School 
Subject Grade 
Bookkeeping I 10 11 12 5 periods a week for 
1 year 
Bookkeeping II 11 12 5 periods a week for 
1 year 
Bookke.eping III 12 5 periods a week for 
1 year 
stenography I 11 5 periods a week for 
1 year 
Stenographic Practice 12 10 periods a week for 
1 year 
Typewriting I 10 11 5 periods a week for 
l . year 
Typewriting II 11 12 Clerical 5 periods a week for 
1 year 
11 Stenographic 
Personal Typewriting 12 5 periods for halt' 
year 
Clerical Prac'tice 12 5 periods a week for 
1 year 
Off ice Practice 12 5 periods ·a week for 
1 year 
Business Organization 11 12 5 periods a week for 
ha.;l.f year 
Business Law 11 12 5 periods a week for 
half year 
CHAPTER III 
REVIEW OF RELATED LITERATURE 
There is a challenge to each business educa-
tion department to determine the common business 
learnings, but more attention should be given to 
actual job preparations. This curricular divi-
sion. need not be based only upon student ability, 
but it should also be predicted upon the natural 
areas or job opportunity that are actually fre-
sent in the business life or the community . 
In order that the business departments of public high 
schools be well informed as to the business job opportuni-
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ties and requirement.s in a given area, many business teachers 
have been making community surveys. 
In the following review of literature, all the studies 
endeavored to obta'in the opinions .of businessmen with regard 
to the weaknesses of high school trained employees. The 
purpose of some of the surveys was to obtain job-analyses 
or the work done by the new employees. A check-list, com-
pleted by the busimssmen and the employees, was the most 
common means or obtaining the data for the studies. How-
ever, carlson2 used a combinatj,on ·of a personal interview 
and a .letter containing speciric questions pertaining to the 
employability of high school graduates. All studies, except 
the Carlson study, were limited to a particular area or com-
munity. 
..,-
1cooper, Nan, "The Place of Guidance iri Vocational 
Education/' The Balance Sheet, December, 1950, p . 150. 
2
carlson, Gunhild, Reactions of Selected {60) Business-
~ Relative i£ the Employability or High SchoolBusiness 
Graduates, Ma.ster*s Thesis, Bostonuniversity, 19Ji6, p. 5o. 
The data for the Carlsonl survey were obtained by per-
sonal interview with 20 representative employers and by 
mailing a. letter to 43 representative business firms in 
various sections of the United States. 
The following results or flndings were revealed by 
this study: 
1. It is evident that businessmen in general are 
willing and eager to co-operate with the high 
schools in the rusineas training of the students. 
2. There is. al~ost cor.gplete agreement among these 
businessmen as to .the necessity for the school 
to develop a well-integrated personality as 
well as job competencies in their students. 
3. Business manners or deportment were given first 
place in t h is need for personality development: 
the most outstanding traits to be developed are 
listed in the order of their importance, as 
summarized from the replies given by these 
businessmen: · 
i a. Sense of reap onsibility 
l:i. Courtesy 
c. Office manners 
d. Attitude toward work 
e. Less confidence in their own importance 
f. A greater desire to work arid earn 
ad van cement · 
4 . A better system of selection must be devised in 
the high school business course to prevent the 
generally admitted 25 per cent mortality in 
shorthand alone. It is obvious that many stu-
dent s are in the business course, or in certain 
divisions of it, who would be more successful 
in other lines of endeavor. 
1 ~ pp., 48 - 51. 
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5. There is almost unanimous a greement among these 
businessmen that the schools are successfull y 
developing speed proficiency in business subjects; 
however, there .is also emphatic agreement on the 
point that speed without accuracy is valueless. 
Accuracy and neatness were most frequently listed 
as among the prime objectives in the teaching of 
business subjects . · 
6. Since the teacher's personality and competency 
are all important in the developnent of proper 
business attitudes and job competencies , it was 
urged by these businessmen that the teachers 
seek to establish business standards in their 
teaching in so far as possible. . To maintain 
instructional stand~ds based on job require-
ments, the teachers must have ex:perienced ·these 
requirements by having completed similar duties 
satisfactorily themselves. · 
The general purpose of a e omrnunity survey o:f business 
firms made by Barbara 1i.Jalsh1 in Natick , Massachusetts , '\vas 
to slirvey the job activities of employees, and to analyze 
the recommendations of employers for improving the instruc-
tion in the Business Education Department of Natick High 
School. The research instrument used in this survey was a 
check- list . 
The major findings, as recommended by the bus :i.nessmen 
of Natick were : 
1. The average high school graduate should encounter 
little difficulty in seeking employment with 
regard to the requirements of age , education, 
sex, and experience. 
2 . Personal application was reported by 57 per cent , 
of the employers as presenting the best opportuni-
ties for high school graduates to find initial 
employment. 
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lwalsh, Barbara, A Community Survey of Business Firms 
With Implication ~ Improvi~ ~Business Education Program 
o{ Na tick H!~ School, ~aster ' s Thesis , Boston Un1versity, 
1952, W• 1, 7 - 76. · 
3. The high school graduate with good qualifications 
has an excellent chance of being recommended 
for employment by the school, since 50 per cent 
of employers reported contacting schools when 
considering hiring new employees. 
4. Employment agencies were not reported as being 
used to a noticeable degree by employers 
seeking help. 
5. Possibilities of finding posit ions in business 
machine operation in Natick are very limited. 
However, many students go into greater Boston. 
6. .According to employers, English, mathematics, 
bookkeeping, and spelling are subjects needing 
greater tea,ching emphasis in Natick High School. 
7. A sense of responsibility is the factor which 
a majority of employers feel needs to be 
developed in high school students. Accuracy 
and courtesy are also factors needing greater 
emphasis. 
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8. A majority of reporting employers have not set 
standards of speed for typewr iting , dictation, 
and filing. · 
9. The Royal typewriting and the Burroughs Adding 
machine are the two most commonly used orfice 
machines in Natick business firms . 
The purpose of the survey of 80 businesses in Nev.1 
Bedford, Massachusetts, made by Catherine E. Roche1 was two-
fold. The primary purpose was to evaluate the present 
business program at New Bedford High School. The secondary 
purpose was to determine the activities and duties most 
rrequently perforrood by office workers. The research instru-
ment used was a check-list. 
Some of the outstanding findings were as follows: 
1Roche, Catherine E., . Survey ~ 80 Ne1-1 Bedford Busines s . 
Firms and ~ Job-~ivity Analzsis of~m~Iee~ ~ Selected 
New Bedford Businesses, Master 's Thesis, Boston University, 
1952, p. 9.2 . . 
1. Seventy-four of the 80 respondents considered 
appearance to be the most important considera-
tion in hiring new employees. 
2. The majority of employers had a minimum stand-
ard of 50 words per minute in typewriting for 
work of average difficulty; the shorthand mini-
mum requirement was 80 - 100 words per minute, 
for dictation of average difficulty. 
3. The greatest number of job opportunities for 
both men and women were in sales or general 
clerical fields. 
4. Honesty was the most important business 
requirement w:i th accuracy considered next 
in importance, even before skill and speed. 
5. The most com~ori deficiencies in new employees 
were "Failure to check work for accuracy" and 
"Lack o.f abili.ty to compose letters ." · 
6. "Lack of initi~tive," "Lack of interest in workiJ" 
and "Lack of willingness to do 'little extras', 1 
were the most common deflciencies in new 
employees. 
7. Twenty-three per cent of the firms used em-
ployment tests. 
8. Only 26 - per. cent ' of a:nployers were fami liar 
with the·; ... "Simplified .Letter" advocated by the 
National Office Management Association, and 
only i3 PE!~ cent favored its use in general. 
9. Thirty-nix per cent of the firms were willing 
to supply speakers and 51 per cent were 
will i ng to permit students to visit. 
10. Twelve firms were willing to take part in a 
co-operative job-training program, thus making 
on-the-job training available for the students 
before graduation. 
Agnes Quilll made a survey of 75 businessmen in the 
1 Quill, Agnes T., Survey of 75 Businessmen in the 
Berlin-New Britain Area of Connecticut to Determine--what 
the Businessman ExpectS of the Beginning-office Worker, 
Master's Thesis, Boston Universi.ty, 1953, pp/ 57- 50. 
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Berlin- New Britain, Connecticut, area to determine what 
the employers expect in a beginning office worker . A check-
list was the research instrument used in the survey. 
Some of the outstanding findings were as follows : 
1 . The majority of office employees obtain their 
positions by means of a personal application. 
2. The school placement service was used by 62 
per cent of the respondents to obtain employees . 
3. Appearance was considered as a very important 
factor when hiring office employees by a 
total of 74 employers . 
4. Fifty- seven per cent of the employers felt that 
the business dep:::trtment was satisfactorily 
providing its graduates with a general back-
ground . 
5. Fifty- one per cent of .the employers felt that 
the business· department was providing its 
graduates with adequate skill training. 
6 . Thirty-five of the 75 businessmen· used a steno-
graphic , typewriting , or clerical employment 
test when hiring new empl oyees . 
7. Of the high s cl;lool subjects needing more 
emphasis English was the most frequently 
mentioned by the employers . .The next most 
frequently mentioned subjects .were mathe -
matics , tyPewriting, grammar , and shorthand. 
Penmanship and bookkeeping concluded the 
list of significant responses. 
B. Of the factors needing more emphasis , the 
ability to foll ow directions was the most 
frequently mentioned by the employers . The 
use of the telephone, punctuation, a ccuracy 
in record keeping, pride in work, and per-
sonal appearance followed next in order . 
9 . Seventy-three per cent of the respondents in-
dicated that promotions were based on the 
quality and quantity of work. 
10 . Twenty-three companies indicated that the use 
of calculating machines needed more emphasis 
in school . 
11. 
12. 
13. 
15. 
16. 
17. 
18. 
20. 
21. 
22. 
Berlin High School Business Department should 
not have too much difficulty in obtaining 
speakers as 39, or 52 per cent, of the employ-
ers indicated that they would be willing to 
speak ·to business students on pertinent 
que s ti ons~ 
Porty-three employers in the Berlin-New Britain 
ares. al iow s tuderits to, visit the 11~ companies 
on field trips. 
Thirty-one of the 75 bu "~ i.. :.e s smen 1.vho partici-
pated in this surve y ~e interested in 
participating in a work-experience progrsm. 
Stenographic wages ., in the ,. Berlin-New Britain 
area ranged from ~30 to ~50 with an average 
of ~i40 per week. 
Clerical salari~s ranged from $28 to ~li47 with 
an average of $33 per l-reek. 
Bookkeeping salaries ranged from $32 to $75 
with an average of $38 per week. . 
A majority of the respondents did not state any 
minimum requirements in the skills of short-
hand and typewriting. Most of them stated that 
these standards vary with individual cases. 
The average typewriting speed required .for 
those who did answer the ques tion was 44 
words per minute. The average dictation speed 
was 81 words per minute. · 
s,les positions and genera l clerical positions 
' offered the greatest number of opportunities 
for men and women. 
The most popular bps~ness machine was the 
Ro.yal typewriter, which was used by 60 firms, 
or 80 per cent, of those responding. 
The I.B.M. electric typewriter was by far the 
most ~opular electric typewriter. It is 
intere·sting to note that the I . B.M. electric 
typewriter was used by 31 firms, or 41 per 
cent; whereas the Royal electric typewriter 
was used by two companies, and the Underwood 
typewriter was used by one of the. 75 f iriils. 
The 75 firms participating in this survey used 
a total of 46 different business machines. 
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These studies are but a few of the many made to deter-
mine the necessary qualifications for beginriing oi'fice 
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. workers. These studies, as well as the Noonan1 study :forms, 
sel"Ved as background ini'ormation for the development of 
the surveys used in this study. 
1 Noonan, Hary, A Follow-!:!£ Study of the 1.2.bl& and l2bJ1. 
Business Graduates of~ High School, Master's Thesis, 
Boston University, 1948, pp. 78 - 80 • . 
CHAPTER IV 
METHOD OF PROCEDURE 
The following steps were taken in conducting the sur-
vey of businessmen: 
1. Permissi on to conduct the survey was secured fr om 
the Principal of Framingham High School and the 
Superintendent of Schools• 
2. A review of related literature was made in order 
to provide a background for this study. 
22 
3. The Chamber of Commerce of Framingham was contacted 
to secure the hi story and pertinent information of 
the town. A list of representative employers to 
whom a request for a personal interview could be 
sent, was obtained at this time. 
4. The Head of the Business Department of Framingham 
High Sch ool prepared a list of representative 
employers to whom he had sent graduates for office 
pos i tiona. 
5. A composite list of representative businessmen 
was made. 
6. A questi onnaire was constructed and presented to 
the seminar at Boston University where it was 
criticized. A final revision of the questionnaire 
was made based on the suggestions of the seminar. 
7. On April 151 a letter requesting an interview was 
sent to 40 representative firms in the town. 
8. On receipt of answers to the letters from the 
businessmen, arrangements were made by telephone 
to visit the employers at a convenient time. 
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9. Data received during the interviews were tabulated 
and summarized. · 
10. A summary of the findings and recommendations were 
made, based on the data received. 
The following steps were taken in conducting a follow-
up of the business graduates of the 1948 - 1952 graduating 
classes. 
1. Permission was secured to conduct the follow-up 
from the Principal of Framingham High School and 
the Superintendent of Schools. 
2. Using the permanent records of gradua tea, a list 
of all graduates, who had taken business subjects 
was prepared. 
3. A questionnaire was constructed and presented to 
the seminar at ~oston University where it was 
criticized. A final revision of the questionnaire 
was .made based upon the suggestions of the seminar. 
4. On April 281 a letter of transmittal and a question-
naire were sent to 240 graduates of the classes 
of 1948 - 1952. 
5. After a period of two weeks, those who had not 
returned the completed questionnaires were con-
tacted again. 
6. Data received from the questionnaires were tabu-
lated and summarized. 
7. A summary of the findings and recommendations were 
made, based on the data received. 
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CHAPTER V 
ANALYSI S OF DATA OBTAlNED FROM EMPLOYER SURVEY 
The results of t h is survey t o de t e rmine the extent to 
which the business curriculum of Framingham High School was 
meeting the needs of t he bu s i ne ssmen are analyzed and t abu-
lated in the fol l owing pages. 
TABLE I 
RETURNS FROM THE BUSINESSMEN'S LETTERS 
Retur ns Number 
Le tters granting i n t erviews 30 
No re t urns or interviews not gran~ed 10 
Total interviews reque sted 40 
Per Cent 
75 
25 
100 
25 
In Table I, 40 busine.ss firms were contacted for per-
mis s ion for personal i n terviews. Thirty employers gave 
permission for personal interviews. The officials of the 
rema ining 10 f i rms either did no t respond or no satisfactory 
arrangements for the i nterviews could be made. 
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TABLE II 
TYPES OF INDUSTRY REPRESENTED BY THE EMPLOYERS INTERVIEWED 
Type of Industry Number Per Cent 
Retail 8 27 
r1anufacturing 7 24 
Insurance 6 20 
Banking Institutions 4 13 
Professional 3 10 
Automobile Agency l 3 
Loan Company l 3 
As shown in Table II, of the 30 firms completing the 
questionnaire during the personal interviews 8, or 27 per 
cent, sold retail goods; 7, or 24 per cent, were ~anufactur­
ing concerns; 6, or 20 per cent, were insurance companies; 
and the remaining 30 per cent consisted of banking institu-
tions, law offices, a hospital, an automobile agency, and a 
loan company. 
Since retail establishments, manufacturing concerns, 
and insurance companies compose the larger groups in the 
interviews, it can be concluded that a great deal of oppor-
tunity for employment was in the above types of businesses .. 
The number and per cents of the types of businesses in 
vili ich employers were inte rviewed can be seen in Table II. 
TABLE III 
CAPACITY OF THE EMPLOYE~S COMPLETING THE FIRMS' 
SURVEYS 
Title 
Managers - office and general 
Ovmer 
Personnel Managers 
Treasurer 
Vice -president 
Tra ining Supervisors 
President 
Assistant Cashier 
Administrator 
Clerk 
Total 
Number 
9 
6 
4 
3 
2 
2 
1 
1 
1 
1 
30 
Per Cent 
30 
20 
14 
10 
7 
7 
3 
3 
3 
3 
100 
All of the people interviewed who completed the em-
ployers' surveys were most courteous and genuinely inter-
ested in the work. Each business man expressed the hope 
that periodic surveys would be made so that business and 
the school working together might provide the community 
with the skilled office workers so necessary in the busi-
ness world. 
The majority of people interviewed were general or 
office managers, owners, and personnel managers. The 
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remainder of those interviewed were in the ~xecutive 
group, except one, who was a clerk. This occurred because 
of the absence of the manager. 
Table III will provide a summary of the positions 
held by the people who were interviewed. 
TABLE IV 
PRE-EMPLOYMENT TESTS USED BY BUSINESS FIIDiS 
Kind of Test 
Typewriting 
Shorthand 
Arithmetic 
Minnesota 
Sears ~~-
Wonderlic 
Dennison 
General aptitude 
Number of Firms 
Responding 
10 
5 
1 
1 
1 
1 
l 
l 
l 
~~- These tests were constructed by the companies re-
porting. 
~~- This test is a general insurance test. 
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As shown in Table IV, of the 30 employers interviewed 
ll gave prospective employees pre-employment tests, 18 did 
not use pre-employment tests and one firm gave no formal 
test, but did ask the person applying for a position to 
( 
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typewrite a lett.er. The typewriting t ·eat was the most 
frequently used pre-employment teat given by the employers. 
Ten of the 11 employers reporting used the typewriting test 
as one of their pre-employment tests . Next in frequency was 
the shorthand test. Of the 11 employers reporting the use 
of pre-employment testa, 5, or 45 per cent used a shorthand 
test. 
There was no firm in Framingham which used the National 
Business Entrance Test sponsored by the National Office 
Managers' Association. 
Of the 13 business firms which required a minimum of 
shorthand ~eed, the requirement was between 80-100 words 
per minute. This, of· course, is not . a high minimum and 
should be within easy reach of the average high school 
graduate. The following table summarizes the basic require-
ments for speed in both typewriting and shorthand. 
TABLE V 
OFF'ICE REQUIREMENTS IN 30 FIRMS FOR BEGINNING EMPLOYEES 
IN SHORTHAND AND TYPEWRITING 
Shorthand Typing With Number of 
Requirement Requirement Minimum Office 
{w:.p.m. )* (w.p.m. )* Requirement Employees 
80 - 100 40 - 50 9 1 - 50 
80 - 100 40 - 60 2 51 - 100 
80 - 100 50 - 60 2 400 .. 500 
*Abbreviations for "words per Minute." 
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When the question was asked whether or not new employees 
had adequate speed and accuracy in typewriting and shorthand, 
21, or 70 per cent, of the employers stated that the new 
employees had adequate speed and accuracy in typewriting and 
shorthand. How-ever, 4, or 13 per cent, of the businessmen 
did not answer this question, and 5, or 17 per cent, of them 
did not feel that new employees did have adequate speed and 
accuracy in these skills. The 30 per cent of firms which 
did· not answer the question or felt that new employees' 
skills were inadequate indicate that there is a lot of room 
for improvement along these lines. 
When the employers were asked whether or not they hired 
high school students as part-time employees, 14, or 46 per 
cent, stated they did. Sixteen, or 53 per cent, of the firms 
did not hire part-time help from the high school. Thirteen, 
or 43 per cent, of the businessmen who hired high school 
students as part-time employees kept them on as full - time 
employees after graduation from high school. This would 
seem to indicate that the majority of students who did part• 
time office work wnile attending school proved to be valu• 
able personnel. 
31 
TABLE VI 
SOURCES USED BY 30 BUSINESSMEN TO OBTAIN EMPLOYEES 
; ~:-
t Sources RANK 0 R DE R 
1 2 3 4 5 
High School 12 2 6 1 1 
Newspaper "Ad" 9 2 4 4 
-
Personal Application '. 7 2 1 3 
-
Private Employment Agency 2 12 6 3 
-
State Employment Agency 
-
5 8 1 1 
Friend 1 3 1 5 1 
Relative 
-
1 
-
2 3 
Radio "Ad" I 1 
- - - -
Because there had been some controversy regarding the 
sources from which employers obtained employees, the 
businessmen were asked to rank, in the order of their pref.-
erence, from 1 to 5 the sources of employees. Of the 30 
firms interviewed, 12 indicated that the high school ranked 
first as a source of new employees. Newspaper "Ads" ranked 
second with 9 of the 30 firms selecting that as their 
primary source of employees, and Personal Application was 
third as a source of new personnel. Table VI would indi-
cate that the high school did a good job placing its 
graduates in the past. 
TABLE VII 
I NFORMATION REQ.UESTED BY EMPLOYERS FROM HIGH SCHOOL 
CONCERNING GRAD'(JA TES 
_ ... _. _  .~ 
Data Requested Number Per Cent 
!Recommends ti ons of teachers 21 29 
Scholastic record 17 24 
Personal record 17 24 
At t endance record 12 17 
No information requested 5 6 
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Both administrators and teachers are very much interested 
i n the type of inf orma tion an employer seeks regarding a 
pupil or graduate of Framingham High School. The administra-
tors are interested in this information from the standpoint 
of revision of permanent records so t h at they will serve the 
businessman more effectively. The teachers are interested 
in the information from a teaching standpoint. When it i s 
known that business firms will request specific infor mation 
in regard to an applicant., both the teacher and the alert 
student strive for higher standards. -· It is interesting to 
no~ that 21., or 29 per cent, of the data reported indicated 
interest in whether or not a student is recommended by the 
teacher.s . ll1he fact t bat many of tha businessmen make 
inquiries regarding the scholastic, personal or social, and 
a-ttendance r ec·ords should have a profound effect on the 
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daily and yearly work done by the student who hopes to be-
come one of the recommended ones for a good office position. 
One of the purposes of this study was to endeavor to 
learn the extent to which manual and electric machines were 
used in the offices of Framingham. Because the use of a 
particular make of machine might influence the purchaaeof 
new equipment in the future, the survey was constructed to 
determine the make of machine and whether or not it as 
manual or electric. 
Table VIII indicates that all the popular manual makes 
of typewriters were used in the business firms of the town. 
The high school had all of these makes of typewriters. 
Therefore, all graduates of the business department should 
be able to operate any of these makes of manual typewriters 
with some degree of skill. It is evident from the results 
in Table VIII, that the most commonly used manual typewriter 
in t he business firms of Framingham is the Royal manual 
typewriter. 
The results from Table VIII indicate that the electric 
typewriter is not, as yet, widely ~sed ip the town. However, 
it is interesting to note that the greatest number of elec-
tric typewriters used by the businesses surveyed was the 
International Business Machine typewriter. The table also 
indicates that the Royal electric typewri ter is a close 
second in use to the I.E.M. electric typewriter. 
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The office and clerical practice room in the high school 
does contain one I.B.M. and one Royal electric typewriter. 
Experience using the electric typewriters should enable the 
student to operate the electric typewriter with some degree 
of efficiency • . 
According to Table VIII, a variety of duplicating 
machines were in use in business. The most frequently used 
duplicating machine was the A.B. Dick manual mimeograph. 
The other duplicating machines in the business firms, in 
order of use, were the liquid duplicator, the multigraph, and 
the multilith duplicating machines. 
The high school has a manual duplicator, but at no 
time while at school, does the student come in contact with 
an electric duplicating machine. However, if the student 
has been taught the fundamentals of operating a manual 
machine , he should ha.ve little or no difficulty in learning 
to~erate an electric model on the job. 
In the dictating machine group, the Audograph is the 
most commonly used machine in the business firms surveyed. 
The office and clerical practice students do not have any 
opportunity for training on the dictating machine. Since 
a definite trainin'g period is necessary to operate these 
machines efficiently, it would seem that t~e students should 
have the opportunity to be .train~d on at least one of the 
various makes of dictating machines before graduation. 
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Table VII I shows that a grea t variety of adding machines 
are used in the area. Almost twice as many electric models 
are used as manual models. The office and clerical practice 
student s have both manual and electric adding machines at 
their disposal. However, the numbers taking the courses are 
large , and the. ti me allotted to each student for training 
purposes is too brief to enable him to become proficient in 
the use of the machines. 
The fact tbat every employer contacted expects the 
employee to be able to operate a calculating machine effi• 
ciently seems to indicate that more attention should be 
given to providing a greater number of calculating machines 
than is now available in the office and clerical practice 
room. The machine courses provide an opportunity for train ... 
ing on the Burroughs, Monroe, and the manual comptometer. 
One machine of each type is available. With an average 
class of 30 or 35 students, it is extremely difficult, even 
though the rotation plan is used, to provide adequate time 
for more than an acquaintanceship with the machines. 
As shown in Table VIII, the number of billing, payroll , 
bookkeeping, and other office machines used in the businesses 
surveyed are of little significance. From the standpoint of 
the expense involved, it · is impossible for the school to 
provide opportunity for training on all of these machines. 
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TABLE VIII 
THE MACHINES USED IN THE 30 BUSINESS FIRMS 
rr.tachines Manual Electric 
Typewriters 
Royal 20 5 
Smith 7 
-Remington. 6 
Underv10od 5 1 
I.B. M. 6 
Duplicators 
A.B. Dick 6 3 
Multigraph 1 2. 
Multilith 3 
Liquid-Standard 2 2 
Ditto 1 
Dictating Machines 
Audo.graph · 4 
Ediphone 3 
Dictaphone 2 
Soundscriber 1 
Telechord 1 
Adding Machines 
Burroughs 3 7 
Allen 2 3 
Underwood 2 2 
Victor 2 2 
Clary 2 
Hemington. ... 2 
Sundstrand 1 1 
Smith 1 
Calculators 
Burroughs 2 7 
Marchant 7 
Monroe 4 6 
Comptometer 2 5 
Friden 5 
Allen 1 1 
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TABLE VIII - Continued 
Machines Manual Electric 
Billing 
Burroughs 
-
4 
Moon-Hopkins 
-
1 
Underwood 
-
1 
Payroll 
Moon-Hopkins 
-
- 2 
Burroughs 
-
1 
Underwood 
-
1 
Sundstrand 
-
1 
Bookkeeping 
Burroughs 
-
9 
I.B.M. 
-
3 
Other Machines Used. 
Addressograph 1 8 
National Cash Register 1 4 
Checkmaster 
-
2 
Proof 
-
2 
Stamp 
-
2 
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Of the 30 employers interviewed, 28 indicated in 
Table IX tba t accuracy was ·very important in business • . 
Skill and speed are noticeably low in frequency. This sug-
gests that employers are not l .ooklng for ap eed or a great 
degree of skill in new employees. These become more highly 
developed as the employee gains experience. However, the 
employers do expect, and rightly so, that the daily output 
of work by an employee will be accurate. Too much money 
and valuable time is lost by careless, inefficient workers. 
It is, then, of primary importance tbs. t the high . school 
student be trained to produce accurate work. 
More attention is being given in the schools to develop 
the skill of proofreading. This should help off-set the con-
stant complaint that the schools do not properly train their 
students in accuracy. 
High on the list of very i~portant traits are honesty1 
dependability, co-operation, efficiency, tactfulness, and 
loyalty. Most of the employers indicated that all of the 
traits were of importance, and every effort should be made 
to develop all of them in our students. 
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TABLE IX 
THE IMPORTANCE OF TRAITS IN BEGINNING EMPLOYEES 
Trait Very Important Important Unimportant 
Accuracy 28 2 .. 
Hone .sty 23 7 . 
-
Dependability 21 9 
-
Co-operation 20 10 
-
Effici ency 19 11 
-
Tactfulness 18 12 
-
Loyalty 18 12 
-
Reap onsi bileness 1'7 13 
-
-
' Courtesy 16 14 
-
Interest in work 13 1'7 
-
Punctuality 12 18 
-
Neatness in work 11 19 
-
Skill 10 20 
-
IAgreeablene~s 10 20 
-
Judgment 8 21 1 
~ppearance 8 21 1 
Speed 8 21 1 
Initiative '7 22 1 
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As shown in Table X, the review of arithmetic funda-
mentals ranked first by the employers wi th nine businessmen 
suggesting that all students should have a review of the 
fundamentals in high school . Salesmanship training and the 
use of the telephone and switchboard ranked second with seven 
of the businessmen requesting it. More stress in spelling 
ranked fourth. Co-operative retail training and more em-
phasis on number accuracy ranked next . Four employers sug-
gested that the students have more stress on the composition 
of letters. Work on a bookkeeping machine , more work in 
filing and more time given to penmanship was sug gested by 
three employers. The remaining suggestions by the bus iness 
firms did not carry any great significance. 
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TABLE X 
SUGGESTIONS FROM THE BUSINESSMEN FOR CURRIC1JLUM I MPROVEMENT 
Rank Suggestion F'requency of Response 
1.0 Review of arithmetic fundamentals 9 
2.5 Salesmanship training 7 
2.5 Use of telephone and switchboard 7 
4.0 More stress on spelling 6 
5.5 Co-operative retail training 5 
5 .5 More emphasis on number accuracy 5 
7.0 · More stress on the composition of 
letters 4 
9.0 More work on a bookkeeping machine 3 
9.0 More work in filing 3 
9 .0 More time given to penmanship 3 
12.5 More emph~sis on comptometer training 2 
12.5 Speed training in 'typewriting 2 
12.5 More emphasis on machine training 2 
12.5 Knowledge of business ethics, busi- 2 
ness manners, personality, appro-
priate dress, getting along with 
business associat~s 
18.,0 More empbasi s on economi cs 1 
18.0 More time on busine~ .. '3 organization · 
andl~ 1 
18.0 Co-operative offica training 1 
18.0 Field. trips to business concerns 1 
18.0 More stress on filling in farms 1 
18.0 More emphasis on punctuation 1 
18.0 Stressing of accuracy in shorthand 1 
CHAPTER VI 
ANALYSIS OF DATA OBTAINED FROM THE SURVEY OF GRADUATES 
The results of this survey to determine the extent to 
which the business curriculum of Framingham High School was 
meeting the needs of the graduates are analyzed and tabu-
lated in the following pages. 
TABLE XI 
RETURNS OF THE SURVEY OF THE GRADUATES 
Returns Number 
Surveys returned after first mailing 89 
Surveys returned after second mailing 20 
Total surveys returned 109 
· Per Cent 
100 
During the first two weeks after the questionnaire was 
sent to the graduates, 89 responded. As a result of the 
follow~up letter, an additional 20 responses were received. 
Of 240 questionnaires sent, a total of 109 responses 
were made by the graduates of the 1948•1952 classes. These 
responses represented 50 per cent of the number sent. 
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Full time 
Part time 
Total 
TABLE XII 
GRADUATES WHO HAD RECEIVED FURTHER TRAINING 
Division Number 
19 
14 
Per Cent 
58 
42 
100 
43 . 
As shown in Table XII, 33 of the graduates received 
further training upon graduation from high school. Nineteen, 
or 58 per cent, of the graduates attended school full t 'ime 
and 14 1 or 42 per cent, of the graduates attended evening 
school while working days. 
Most of the graduates who went to school full time 
took spe~ialized programs. Those who went to school part 
time did so to increase .the skill already attained • . 
-Before 
Within 
Within 
Over a 
Placed 
Total 
TABLE XIII 
LENGTH OF TIME BET"'NEEN FINISHING HIGH SOH OOL 
~~ INITIAL EMPLOYMENT 
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Time Number Per Cent 
graduation 68 63 
three months 19 17 
six months 3 3 
year 5 5 
by other schools 14 12 
-··-
109 100 
Table XIII indicates the length of time which elapsed 
between the finishing of high school and initial employment. 
Many of the positions held during high school were part-time 
jobs. Most of the graduates went to work full time for the 
same anployers after graduati.on. The graduates listec;t as 
being placed by other schools took specialized programs. 
Some of those placed on initial jobs later left to attend 
school full time. 
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.TABLE XIV 
INITIAL AND PRESENT OCCUPATIONS OF' Gfu\DUATES 
Division First Position Present Position Per Cent Number Per Cent 
Office Work 65 60.0 62 57 
Other 38 35.0 21 19 
Military Service 1 .9 3 3 
School 4 3.2 · 3 3 
Not Working 1 .9 20 18 
As shown in Table XIV, 65, or 6.0 · per cent, of the gradu-
ates obtained office work as their initial e~ployment. At 
the time of the survey t~e number of the graduates working 
in offices decreased to 62. New employees in other types . 
of work totaled 38 in their initial employment, and dropped 
to 21 at the time the survey was made. The number of gradu-
ates attending school full 'time after leaving high school 
was four. When the survey was made three of them were still 
studying full time. Directly after. graduation, there was but 
one student in the military service. When the survey was 
made, the number had increased to three. There was only one 
graduate who did not work. At the time of the survey, 20 
b!td stopped working because of their marital status. 
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TABLE x:-J 
TYPES OF POSITIONS HELD BY .GRADUATES AT TIME OF STUDY 
Position Number Per Cent 
Secretary 23 21.1 
General Clerk 23 21.1 
Bookkeeper ,;J.4 12 . 8 
Telephone Operator 10 . 9 . 2 
.Factory Worker 6 5 . 5 
Stenographer 5 4 . 6 
Military Service 3 2 . 8 
Clerk Typist 3 2 . 8 
Bank Teller 3 2.8 
Billing Clerk 3 2 . 8 
No Position Stated 3 2.8 
Teletype Operator 2 - 1 . 8 
Cashier 2 1 .8 
I.B.M. Operator 1 .9 
Billing Clerk-Typist 1 .9 
Coder 1 a .... 
Tracer 1 .9 
Messenger 1 .9 
Sales Supervisor 1 . 9 
Department Manager 1 .9 
Office Manager l .9 
X- ray Technician 1 
. 9 
Total 109 100.0 
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At the time the survey of graduates was made, 23, or 
21 per cent, of those employed were doing secretarial work , 
and gelleral clerking in offices .• 
The next largest group employed were 14, or 12. 7 per 
cent, in the bookkeeping field . Some of these employees 
operated bookkeeping machines. 
Ten, or 9.3 per cent, worked as telephone operators 
either for the New England Telephone and Telegraph Company 
or in a business office . 
Six employees did factory work . They had never done 
any office work . 
Only five of those employed did regular stenographic 
work . 
TABLE XVI 
SOURCES FROM WHICH GRADUATES SECURED INITIAL POSITIONS 
Sources Number Per Cent 
-
High School 35 34: 
Personal Application 30 29 
Friend or Relative 23 22 
State Employment Service 7 7 
Private Employment Service 6 6 
~spa per 11Ad11 3. 2 
Total 104 100 
Table XVI shows the sources from which the graduates 
secured their initial positions in business. The high 
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school placed 35, or 34 per cent, of the graduates. Thirty, 
or 29 per cent, obtained their initial job through t he use 
of a personal application. Friends or relatives were re~ 
~ponaible for placing 23, or 22 per cent, of the new 
e uployees. State and private employment agencies placed 
7 and 6, r~ sp ectivoly . Newspaper advertisements secured but 
three poai:t :. iona for the graduates. On the whole, the high 
school has done a good job of placement without an organized 
placement department. 
In order to obtain employment, 49 of the 109 graduates, 
were required to take pre-employment teats. Tabl e XVII 
shows the companies which gave pre-err~loyment tests to 
applicants for positions, and the types of testa given. In 
general, the teats most frequently glven were typewriting 
and shorthand. Mathematics and aptitude teats were often 
included in a battery of tests. 
No employer in the town of F,ramingham used the National 
Office Management Association test. 
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TABLE XVII 
TYPES OF 'l"ESTS GIVEN BY COMPANIES EMPLOYING GRADUATES 
Company Test 
Carroll G. Anthony, Inc. Stenographic Test 
Civil Service Stenographic Test, Clerical 
Test 
Dennison Manufacturing Company ptitude Test, Typing Test, 
Mathematics Test, Steno-
graphic Test 
Fitts Insurance Company Stenographic Test 
Framingham Shoe Company Stenographic Test 
General Motors Corporation Stenographic Test, Typing 
Test 
Gregg and Son, Inc. Stenographic Te·st 
Massachusetts Employment Service Stenographic Test 
N.E. Telephone and Telegraph Co. General Aptitude Test, 
Stenographic Test, 
~ersonality Test 
Personal Finance Company General Intelligence Test 
Public Loan Company General Intelligence Test 
Raytheon Manufacturing Company Typing Test, Stenographic 
Test 
Roxbury Carpet Company Aptitude Test 
School Department Stenographic Test, Typing 
Test, Mathematics Test 
Sears-Roeb~ck Company Aptitude Test 
Telechron Stenographic Test 
United State·s Army General Aptitude 'I'est 
Washington National Insurance Stenographic Test 
Company 
Worcester Gas and Light Company Aptitude Test 
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TABLE XVIII 
AMOUNT OF TIME SPENT DAILY IN TAKING DICTATION 
Time Number Per· Cent 
One•balf Hour 2 10 
One Hour 4 20 
Two Hours 7 35 
Three Hours 4 20 
.Four Hours 3 15 
Total 2.0 100 
Table XVIII indicates that of the 20 people taking die• 
tation regularly, the greatest number spent two hours daily 
ln this activity. Four persons took dictation three hours 
dai ly, and six employees took dictation one hour or leas 
daily. 
When the graduates were asked whet her or not they were 
able to take dictation with ease, 81, or 74 per cent , stated 
that they were able to take dictation with ease . Thirteen, 
ar 12 per cent, responded that they were unable to take cic• 
tation with ease, and 15, or 14 per cent, did not answei'.., 
the question. 
When the graduates were asked whether or not their 
typewriting speed was adequate on the initial job, 67, or 
61 per cent, stated that it had been adequate; five or 5 
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per cent, did not feel that their t ypewriting skill had 
been adequate; and 42, or 33 per cent, of the graduates did 
not answer the question. Of the 25 respondents who listed 
the initial speed requirement on the job for typewriting , 
t he speed requirement for 13 was from 30-40 words per minute. 
Five had the basic requirement of 45-50 words per minute, and 
seven were requi red to type from 55-65 words per minute. 
TABLE XIX 
BASIC WEEKLY SALARIES BEFORE DEDUCTIONS 
Salary Beginning Rate Present Rate 
$21-30 29 0 
31-40 43 22 
41-50 14 41 
51-60 0 18 
61-70 1 5 
71~80 0 1 
Total Reporting 87 87 
As shown in Table XIX, the prevailing rates of pay 
for initial employment ranged between $31-40. The next 
highest group was in the f2l-30 range. Fourteen beginni ng 
employees had their salaries in the $41-50 range. One 
graduate was able to command a beginning salary in the $61-70 
range. 
Ti ... 's i~· · -1 L-... __ \lr:.r E.~i t~ .. 
v:h . -l ·. / E~~uoatiou 
Lll.rrar~,~ 
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The data showed that with experience the rates of pay 
have increased. At the time the survey was made, no 
experienced employee was working for less than $31 per week. 
The m jority of the experienced workers were earning between 
$41 and .·$50 a week; 18 employees were earning betw~en $51 
and $80 a week; and five were receiving between $81 and $?0 
weekly. One office employee was receiving $?4 weekly. 
Table XX, indicates that . the most commonly used machine 
in the area was the Royal manual typewriter with 44 being 
u~ed by the employees responding to the survey. The table 
shows that the electric typewriter most in use was the 
International Business Machine typewriter with seven of the 
graduates using this make of machine. At the time of the 
study, there were two electric typewriters in the office 
and clerical practice room--one Royal and one I.B.M. With 
practice on these machines, the graduate should have little 
or no trouble in operating an electric typewriter in business. 
As shown in Table XX, the A.B. Dick mimeograph was the 
most-used type of duplicating machine in the area. Both 
manual and electric models are in use in business. Although 
the students had not had training on the electric mimeograph, 
the office and clerical practice courses included training 
on cutting stencils and operating a manual machine. The 
ele ctric equipment is expensive, and there is little addi• 
tional knowledge necessary to operate an electric mimeograph. 
If the student has been properly instructed in the use of the 
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manual mimeograph model, he should have little or no diffi-
culty in operating an el~ etric model. 
More liquid duplicators, manual and electric, were in 
use in the business firms than mimeograph. There were five 
Standard manual duplicators and four electric models in use. 
One electric Ditto was used by the employers. 
The graduates responding had had work on the Standard 
manual duplicator. 
The number of dictating machines in t l:"J.e area was not 
high. There were one Audograph and three Dictaphones used 
by the respondents. At the time of the study, the high 
school did not have any kind of dictating equipment. Although 
dictating machines were not widely used in the area, the train-
ing on them requires special skill development. This training 
should be given in school, because of the inability of the 
employee to le.arn efficiently on the job. 
Eleven employees stated that they used the Burroughs 
electric adding machine. The remaining adding machines used 
were a variety of the nationally known adding machines. The 
table indicated that many more electric models of adding · 
machines were used than manual models. 
In the calculating machine group, the Marchant machine 
was most often used. Once again, the electric models were 
much more cow~only used than the manual models. 
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TABLE XX 
MACHINES USED BY GRADUATES IN PRESENT POSITIONS 
Machine Manual Electric 
Typewriter 
Royal 44 2 
Smith 10 1 
Underwood 8 
-Remington 6 2 
I.B.M. 
-
7 
Mimeograph 
A. B. Dick 4 3 
Liquid Duplicator 
Standard 5 4 
Ditto 
-
2 
Dictating Machines 
Audograph 
-
1 
Dictaphone 
-
3 
Adding Machines 
Burroughs 3 11 
Allen 5 4 
Victor 5 
-Underwood 2 3 
Monroe 
-
3 
Remington 
-
2 
National 
-
1 
Smith 
-
1 
Calculator 
Marchant 1 7 
Burroughs 2 5 
Monroe 3 4 
Friden 
-
4 
Comptometer 5 2 
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TABLE XX - Continued 
Machine Manual Electric 
Billing Machine 
Burroughs 
-· 
6 
Bookkeeping Machine 
Burroughs 
-
10 
I.B.M. 
-
1 
Payroll Machine 
Burroughs 
-
1 
Other Machines 
Teletype 
-
4 
Addressograph 
-
4 
National Cash Register 
-
2 
Checkwriter 
-
1 
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It was interesting to note that in billing, bookkeeping, 
and payroll work, the Burroughs machine was used exclusively. 
Other machines mentioned by the respondents as being 
used in the area were the teletype, addressograph, cash 
register, an d checkwriter. F~cept for the teletype, the use 
of these machines can be . ea~il,.- learned .on the job. 
TABLE XXI 
DUTIES PERFORMED IN INITIAL EMPLOYMENT 
Filing 
Typewriting 
Telephoning 
Handwriting 
Duties 
Posting Entries 
Recording Entries 
General Bookkeeping 
Doing Payroll Work 
Taking Dictation 
Stockkeeping 
Selling 
Duplicating 
Carrying Messag~s 
Calculating Work 
Using Dictating Machines 
Number Performing 
76 
75 
71 
48 
37 
32 
30 
25 
25 
20 
19 
19 
18 
16 
2 
Activity 
Table XXI shows that filing, typewriting, and telew 
phoning are the most often performed duties in an initial 
position in business. 
Handwri ting and bookkeeping activities were high on 
the list of duties perfo~ed . 
In the question concerning_ the need for on-the-job 
training, 60 employees s tated that no special training 
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had been necessary, and 20 responded that on .. the ... job train• 
ing had been necessary. The most significant activities 
were learning to operate calculating and bookkeeping 
machines. 
TABLE XXII 
THE FIVE MOST VALUABLE BUSINESS SUBJECTS 
TO GRADUATES IN THEIR WORK 
Subject Number 
Typewriting 97 
Bookkeeping 51 
Office Practice 49 
English 48 
Shorthand 40 
The graduates were asked to list, in order, the five 
moat valuable business subjects taken in high school. Of 
the 109 replies, 97 graduates reported that typewriting was 
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the most valuable business subject taken in high school. The 
remaining four were, in order of frequency of responses, 
bookkeeping with 51 1 office practice with 49, English with 
~8 1 and shorthand with 40 listings. 
When asked the co~se or courses which would have been 
helpful in business but which had not been taken, 11 gradu .. 
etes listed shorthand, five indicated a desire for a more 
intensive office machines course, three would have appre .... 
oiated more English, business organization and law, languages 1 
and typewriting. Two graduates would have liked a public 
relations course. 
CHAPTER VII 
SUl~ARY AND RECOMMENDATIONS 
An attempt was made in the survey of 30 businessmen 
to determine how well the existing business curriculum of 
the Framingham High School met the needs of the businessmen 
and the 1948 - 1952 business graduates. 
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As a result of interviewing 30 employers, the following 
findings have been made: 
1. Twenty-nine of the employers co-operating with the 
school on this study were men and women on the executive 
level. 
2. Nineteen of the 30 business firms did not give 
pre-employment teats to prospective employees •. However, or 
the 11 firms using them, the typewriting, shorthand, intel-
ligence, and aptitude testa were the most frequently used 
pre-employment tests. 
3. There was no firm in Framingham which used the 
National Business Entrance Test . sponsored by the National 
Office Managers' Association. 
4. The requirements far begi~ning employees in type-
writing and shorthand were not high. For typewriting the 
rate of speed demanded was from 40 to 60 words per minute, 
and far shorthand the basic requirements were from 80 to 
100 words per minute. 
60 
5. Twenty-one, or 70 per cent; of the employers indicated 
tbat the new employees had adequate speed and accuracy in 
typewriting and shorthand. However, five, or 17 per cent of 
the businessmen did not think the speed and accuracy :tn these 
sk ills were adequate. 
6. The high school was the moat frequently used source 
to obtain employees. Newspaper advertise.n~nts were second, 
and the personal app l ication was the third most frequently 
used source to obtain employees used by the firms interviewed . 
7. In requesting information regarding the employa-
bi lity of the graduates and pupils, the teachers' recommends.~ 
tiona were most frequently used. More than half of the 
business firms requested information regarding the scholastie, 
p ersonal, and attendance recorda of the pupils. 
a. Of the 30 business firma co-operating in the survey 
16, or 53 per cent did not hire part-time help; and 14, or 
46 per cent did hire students on a part-time basis. Those 
firma which did hire part-time employees tended to maintain 
these workers as full-time help after graduation. 
9. The most frequently used office machines reported 
were the typewriter, adding machines, and cs.lculating 
machines. 
10. The trait Which the businessmen regarded as most 
i mportant was accuracy. Of the 30 employers i nterviewed, 
28 · stressed the i mportance of accuracy in all phases of 
office procedures. 
11. Several suggestions were made by the businessmen 
for improving the business curricultim at Framingham High 
School. The most significant of those suggested was a re-
view of the ari tr..metic f undamentals in high school. 
s a result of the survey of the graduates in the 
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1948 .. 1952 graduating classes, the following findings have 
been summarized: 
1. On the whole, the graduates indicated that t hey had 
been well prepared for the demands of business in the begin-
n i ng occupations. 
2. Thirty-three, or 30 per cent of the graduates 
responding to the survey sought advanced training, either 
part or f ull time. 
3. Sixty-eight, or 63 per cent of the graduates obtained 
initial employment before graduation from high school. 
Almost 50 per cent of the group had already been working part 
time in positions before graduation end continued in these jobs 
full time after graduation. The remainder of the graduates 
were from tbree months to over a year in obtaining initial 
employment. 
4. At the time of the survey, 62, or 57 per cent of the 
graduates were working in the type of positions for whroh 
they were trained. 
5 . Thirty-four per cent of the graduates secured their 
initial positions through the efforts of the placement done 
by the high school. 
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6. Forty-nine of the 109 gradua tea repor_ting were 
required to take pre-employment tests before obtaining 
employment. The most common tests taken were the typewriting, 
shorthand, intelligence, and aptitude tests. 
7. Of the 20 employees taking dictation regulE'- rly, 
the majority of the graduates spent two hours daily in taking 
shorthand dictation. 
a. The beginning basic weekly salaries of the employees 
were in the $31 to $40 range. At the ti me of the study; t h e 
rates of pay had- increased so that 41 of the 8'7 who rep.o:r;'ted 
were earning between $41 to $50 per week. 
9. The moat frequently used office machines reported 
by the graduates were the typewriter, adding machines, and 
calculating machines. 
10. Filing, typewriting, and telephoning were the ac-
tivities moot frequently performed by the employees in 
initial employment. 
11 . According to the respondents, typewriting, book-
keeping, office practice, English, and shorthand were the 
five most valuable business subjects taken while they · 
attended high school. 
12 . Among the subjects which would have been helpful in 
business the graduates listed shorthand, office machines, 
English, and languages. 
Recommendations for Improving the Curriculum 
of Framingham High School 
1. A review course in arithmetic fundamentals should 
be given to all seniors in the business curriculum. 
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2. Much more emphasis should be placed on the accuracy 
of the work done in all business subjects. 
3. One or two dictating machines should be made avail-
able to the clerical practice class. 
4. A room should be set up as a model office in the 
office and clerical practice classes. More intensive train-
ing in filing, telephone usage, and switchboard work should 
be included in office and clerical practice courses. 
5. There should be an increase in t he number of the 
various office machines, manual and electri-c, and a much 
more intensive course on these machines should be given. 
6. A course in salesmanship should be offered. If 
possible, a co-operative plan should be arranged with severa l 
of >t he interested employers. 
7. A course should be given in business ethics. I t 
should cover such subjects as: applying for the job, the 
job interview, business manners, developing a pleasing per• 
sonality, acquiring the right attitude toward the jop, and 
getting along with fellow employees. 
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8. The students in the business curriculum should have 
a business English course. In such a course much emphasia 
should be put on spelling, vocabulary, and punctuation. There 
should be close co-operation between the English and shorthand 
teachers. 
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APPENDIX 
SURVEY OF EHPLOYERS CONCERNING THE BEGINNING OFFICE WORKER 
1. Name of company ----------------LYPC .:)f ::Ju.sincss 6'l 
------- -
2. Location 
------------------------------------------------------------
3. Name of official completing survey----------~~~~~~--------------­
Position in the company--------------------- No. in office------------
4. Do you use pre-employment tests? Yes No 
If so, please list the kinds. 
S. Are you using the National Business Entrance Test? Yes No 
6. If you have requirements for speed in typing and shorthand, in a beginning j ob, 
please list them: Typing Shorthand 
---
7. Do students have adequate speed and accuracy in typing and shorthand? 
Yes No 
8~ Please rank 1, 2, 3, etc., the sources from which you obta:Ui"Cmployeos: 
a. 
b. 
o. 
d. 
HiGh school 
Personal application 
Newspaper 11 ad11 
Private employment agency 
U. S. Employment Agency 
Friend 
Radio nad" Relative 
9. Do you contact the hieh school f or recommendations? Please check the dat~ 
you obtain from the hir;h school before hiring an applicant. 
a. Scholastic ra~ord c. Recommendations of t eachers 
b. Personal r ecord d. Attendance record 
10. As a rule, do you hire students on a part-time basis during the junior and 
senior years? Yes No 
Are these part-time people usually hired full time after graduation? 
Yes No 
11. What machines arc used in your of;fice? 
Machine Make Manual I Electric 
-
a. Typewriter 
b. Mimeograph 
c. Liquid Duplic~tor 
d. other duplic~tors 
-
specify 
e. DictatL~f, machine : 
r. Adding machine 
r, . Calculator 
..... Fr~den 
• 
}1unroe 
B. Narchant 
4· Durr ouchs 
- 2 
11. What rr.ach:ll1es are used in your office: continued 
---· 
Machine Make Manual Electric 
h~ Comptometer 
i~ Bill:ll1g machine 
j. Bookkeop:Jng machine 
k~ Pavroll r.1achme 
1. Other - specif·" ' \ 
m, I 
n. I 
12. Framingham is a growing conmnmity • \Vhat suggestions do you have to improve 
tho business education program? 
13. Indicate by a check ( ) the importance of the following requirements• . . 
Very I I Dnportnnt Important ' Uoimportant 
a. Skill 
b. Speed 
c. Efficiency 
d. Accuracy 
c. Responsibleness 
f. Neatness about work 
g . L"'litiative 
h. Loyalty 
i. Co-operation 
j. Appearance 
k. Agreeableness 
1. Courtesy 
m. Judgment 
n. Honesty 
o . Interest in work I 
p. Punctuality l 
q. Dependability 
r. T actfulncss 
s. ·others - specify -- I 
t,. ! I 
-
8 
i 
.. 
14. We would more than welcc.•mc any suggest i ons that you may have in r egard t o the 
business curriculum. Plcnsc list bo:!_ow and on the reverse side. 
SURVEY OF THE BUSll'JESS GRADUATES, 194a- ... 19~2, OF THE FRAMINGHAI'i HIGH SCHOOL 
6£1 
1. Year of graduation from high school. :. 
~~~~~~~----~--~------~-------
2. Have you obtained further education since graduation from high school? 
Yes . . No 
............. ! . 
If so; please list the followingt 
Name of School Attended 
' -- - ~-- .;......__.;;..;............; From To Field of Study 
i 
--====~========~====;=~======~~====~ 
3o Are you now employed? Yes No If not, please regard this in 
relation to your last job. 
4. How soon after high school graduation did you obtai:,'} your first position? 
Befor e graduation_ Within 3 months Within 6 months Over a year 
6. Check ( ) sources from which job openings vrcr e l earned. 
--
Sources i J ob 1 ! J ob 2 J ob 3 
. .. i· 
a. Through high school I 
b. Friend or rolati~m ..... ··· - ~ .. · . .. .,'. I 
c. Newspaper ti .::J.d tl - I 
d. Radio -'1ad11 - .. .. ... .. . .. 
e. Personal application 
f. Privat e . emplo;<rment age:n,cy .. · I :· 
g . u. s. Employment Service : 
h • . Civil Service Examinations I 
i. other•- specify l 
' 
7. Did you take any tests in order t o · secure any of your positions? 
Yes No 
' Company gi ving test I K:Uid of test - if you lmow 
- 2 -
8~ Beginning basic weekly salary before deductions or taxes. 
Present basic weekly salary before deductions or taxes . -~ ......... , -----"10. 
On the average, how many hours daily are spent ill taking dictation? 
a, Are you able to take dictation with ease? 
b, Are you unable to talce dictation with ease? 
10. W4~ your beginning typewriting sp~ecl sufficient for your initial job? 
Yes . No 
U there was a requirement, wh4t wr..s the 'beginning speed for typewriting in 
~ob 1 Job 2 · Job 3 
------
11. \ihat machines are used in your present position? Please complete and check (Y0 
the followmg: 
Machine i Make Manual j ~a'ectric I i c l o 
a. Typewriter 
b. I l 
b, Mimeograph 1 
c. L~quid Duplicator 1 1 
d. Other dunlicator~ 
-
spec'ify 
1 
e. Dictating machine ! 
f. Adding machine 
g. Calculator 
1. Friden 
2. l1unroe 
.3. I'1archant 
4. Burroughs 
h. Comptometer I 
-.:--- Dilling mach me ~. 
j. Boqkkeoping machine 
k. payroll machine I 
1. Other 
-
specify ' ; ' 
m. ,, 
n. d .: .. ' 
12. Check (\1') duties performed in f~;st job hold after high school: 
a~ Filing • I Dictat ing machine 
' 
J· 
, ·~ Typing k. .....- Calculating machine-Friden, Munroe . i' n. 
~-
- Handwritil1g Marchant, Burroughs c. 
d . = Telephoning l. other machines: Specify 
c . Stockkeepi.'1g 
f. - Messenger work General bookkeeping m~ 
- Sales work --- Rccording . entries g .• n. 
h. --- Dictation (shorthand) o . --- Posting entries 
i. - Duplicating mb.chine p. Payroll w:rk 
- . other q, 
13. Was it necess<J.ry f or :J'OU to receive any training on the j ob that could have 
been t aught in ·hiGh school? Yes No If so, please list duties 
below t hat you think could have been taught ll1 school: 
.... _____ _ 
---- - ·-
14. List in order the five business subjects tnken in bLgh school which have be
7
,
1
.'l 
of most value t o you in your work. 
15" ~::1at course or courses clu y ou feel would have helped y ou in business that you 
e ither did not take or were not offered at Framingham High School? 
16. We shall bo mc·st iate1·ested in having additiunal comments from Y'::Ju in regard 
t o the preparedness with which you went into business. Please usc tho space 
bolvw. 
AJ.dr ess 
Boston University 
School o:f Education 
Library 
April 15, 1954 
Dear Sir: 
At present I am teaching at Framingham High School and am 
making a survey of business qualifications desired by 
employers. The purpose of this study is to deter-mine the 
qualifications expected of the high school graduate who 
enters into business. 
To complete this study successfully, I need your coopera-
tion. At your convenience, may I have an appointment with 
you during the next week or two in order to discuss this 
.matter? 
No names will be used in this study, and all information 
will be shown in tabulated form only. Your participation 
in t i1.is project may help to improve the caliber of appli-
cant you get in the future, and improve the curriculum 
a t Framingham High School. 
Thank you very much for your consideration. 
Very truly yours, 
Catherine E. Delaney 
Business Teacher 
April 28, 1954 
Dear Graduate: 
At present I am teaching at Framingham High School and am 
making a follow-up study of the business graduates of the 
classes of 1948 - 52. The purpose of this survey is to 
determine how well you, as one of these graduates, feel 
that you were trained for the positions you have since held. 
To complete this study successfully, I need your coopera-
tion. Will you please fill in the enclosed survey carefully 
and frankly, and return it to me within a day or two? A 
self-addressed, stamped envelope is enclosed for your con-
venience. 
No names will be used in this study, and all information 
will be shown in tabulated form only. Your participation 
in this project may help to improve the curriculum and 
training offered to present and future graduates of Fram-
ingham High School. 
Thank you for your kindness. 
Very truly yours, 
Catherine E. Delaney 
Business Teacher 
Follow-up Letter 
Dear Graduate: 
FRAMINGHAM HIGH SCHOOL 
FRAMINGHAM 
MASSACHUSETTS 
May 12., 1954 
On April 28, 1954, I mailed a questionnaire to be 
completed by you. May I urge you to complete 
the questionnaire end return it to me at your 
earliest convenience . 
The purpose of this survey is to determine how 
well you, as one of the graduates of the 1948-
1952 classes, feel that you were trained for the 
positions you have since held. 
To complete this study successfully, I need your 
co-operation. Will you please fill in the en-
closed questionnaire carefully and frankly, and 
return it to me immediately? A self-addressed, 
stamped envelope is enclosed for your . convenience. 
In so doing, you will be performing a valuable 
service to yourself, your community and your 
local school system. 
En c. 
Very truly yours, 
Catherine E. Del aney 
Business Teacher 
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COMPANIES EMPLOYING Gru\DUATES AS OFF ICE WORKERS 
Allied Home Improvement 
Anchor Motor Freight 
Angier Corporation 
Anthony, Carroll G., Inc. 
Ashland Sand and Gravel Co. 
Bancroft Cap Company 
Barber-Colman Co. 
Belisle, F. A. 
Bell Shops 
Berkeley Stores 
Bosworth Chemical Company 
Brockelman Bros., Inc. 
Butler's Motor Corporation 
Carpenter's Men Store 
Cohen, M. 
Colonna Bros., Inc. 
Cushing Hospital 
Dennison Manufacturing Co. 
Dooling, Curtis B. 
Electrolux Corporation 
Enterprise Stores · 
Farmers & Mechanics Savings 
Bank 
Fenwal Laboratories 
First National Stores 
Fitts Photo Shop 
Ford Motor Company 
FraminghAm (Town of) 
Health Department 
School Department 
Water Department 
Framingham Cooperative Bank 
Framingham Hat Corporation 
Framingham Nat iona 1 Banlc 
Framingham Shoe Company 
Framingham Trust Company 
Framingham Typewriter Company 
Framingham Union Hospital 
Galvani, Victor H. 
General Motors Corpora tion 
Gerber's Store 
Gordon Manufacturing Company 
Gorin's Department Store 
Gregg & Son, Inc. 
Jewell Insurance Agency 
Jewell's Variety Store 
Hodgman Rubber Company 
Hotel Bostonian 
Jordan Marsh Company 
King, Frechette, Alfred 
Lake Placid Cl.ub 
Lakeview Press 
Lombard Governor Cor~oration 
Loshay, Leon I. (Dr.) 
Ltunberman 1 s Mutual Casualty 
Company 
MacKinnon, T. w., (Dr.) 
Mackintosh Company 
.Madison Drug Company 
Marlboro Hospital 
Masciarelli Jewelers 
Masterman, C., Inc. 
Memoria 1 Schoo 1 
Mutual Benefit, Health & 
Accident 
Newberry, J. J. 
New England Sand & Gravel 
New England Sanitarium & 
Hospital 
New England Telephone and 
Telegraph Company 
N. Y. Conf. of S. D. A., 
Syracuse 
O'Neill Motors, Inc. 
Paul, Lesley C. 
Personal Finance Company 
Potter, Stuart H. 
Public Loan Company 
Public Welfare Department 
Quartermaster Laboratory 
Raytheon Manufacturing Co. 
Reformatory for Women 
Robinson Dewey 
Roxbury Carpet Company 
St_. Ander, Jol:m J. 
Salvation Army 
Sanders Association 
Sears Roebuck Company 
Sharaf 1 s Restaurant 
Sheridan & Randall 
Shores Freight, Inc. 
Simon's Furniture 
Sinclair House 
Singer Sewing Machine 
South Middlesex co·opera tive 
Bank 
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South Middlesex Supply 
s. w. Bell Telephone and 
Telegraph Company 
Ted's Auto School 
Telechron 
Texaco Oonf. of s. D. A. 
The Meadows 
Tognacci, Fred B 
Unistrut Service Company 
u. s. Army 
u. S. Army -- WAC 
u.s. Government 
U.S. Navy 
Washington National Insurance 
Wellesley Public Schools 
Wellesley Telephone Co. 
West Roxbury VA Hospital 
Woods, o., & Company 
Woolworth, F. W., Company 
Worcester Gas & Light Co. 
Zigelbaum, E. L., (Dr.) 
